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A warehouse receives various kinds of inventories. 
Inv i 


entories are bulk of material having econom lu 
tocked for future use. E company needs st 
for smooth running of its activities d h m 
tocks to avoid time lag in demand and supply. Th 
tocks have eco alue for the producer. 

cess includes raw material, work-in-process good 

nd finished good 

Different activit e performed in the w u 
by a binner. Som e pre-binning activit whil 
some are post bi g activities. As part g 
activities, bi performs duties lik g 
goods, -o goods, storage of goods, cod g 
labeling, etc., in order to store goods at a proper plac 
and condition. 

While performing his dut the b ports t 
supervisor. A report present format fe fi 
audience and purpose. 

Products are stored in the warehouse in different 
forms. Some are kept 1 d in big quantit nd 
some in small packs. 

This unit ivided int ur sess p d 
knowledg d skills on th pects. The first 

stored i warehouse, t 


nt he ond 
nts listing and cross checking, e thi rd 


session provides instructions reporting to supervisor 
and the fourth session explains the method of packing 
of products. 


Session 1: Goops STORED IN WAREHOUSE 


Meaning of goods 


Goods are material that satisfy human wants and 
provide utility. 


Classification of goods 


1. Perishable: Perishable goods are those which are 
damaged quickly when not stored properly and 
regularly requires some sort of frozen storage. 
Goods such as food products must be used within 
a limited time. Figure 2.1 shows perishable food 
items that must be kept refrigerated for safety. 
This includes meat, poultry, fish, dairy products, 
and all cooked leftovers. 





Fig. 2.1: Perishable Goods 


2. Non-perishable: These goods can be stored for a 
long time before being eaten or used. Figure 2.2 
shows some non-perishable items like peanut 
butter and powdered milk. 





Fig. 2.2: Non-perishable Goods 


3. Semi-perishable: These commodities | 
don’t require refrigeration but have a 
limited shelf life. They include items like 
potatoes, onions, pumpkins and salamis ` 
as shown in Figure 2.3. 





4. Durable: This is a category of consumer «5 
products that does not need to be Fig. 2.3: Semi-perishable Goods 
purchased frequently. 


5. Non-durable: Consumers purchase these goods 
with the plan to use for a short period of time. 


Symbols marked in a warehouse to classify goods 


Fragile, handle with care 5 
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Practical Exercise 


Activity 1 
Study the classification of goods (role play). 
Material Required 
Checklist of places to visit, notes, notebook and pen/pencils. 
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Nores 
Procedure 


1. Visit a warehouse located nearby. 

2. If possible divide the class in three groups and visit three 
different warehouses. 

3. Observe and study practically how the goods are classified 
based on the following points: 


(a) List the goods that you have seen in the warehouse. 


(b) How are the goods classified in the warehouse? 
Mention the basics of the goods classifications. 


(c) What are the symbols and the meaning of the symbols 
you have studied in the warehouse for the safety and 
describing the nature of the goods? 


Check Your Progress 
A. Fill in the Blanks 
il. are those goods which deteriorate 
quickly. 
2. Potatoes, onions, pumpkins come under 
commodities. 
3. Durables have an extended life. 
4. Manufacturing industries use to store 


raw materials. 

5. means they are used in the maintenance, 
repair or operation of the production process. 

6. Retailers who offer online purchasing can fulfill orders 
directly from 


7. Finished goods can be store shelves. 

8. Stocks are rotated according to the First in First Out, 
(FIFO) system’ or system. 

9. symbol should be applied to easily 


broken cargoes. 


B. Match the Columns 


Match the symbols marked in a warehouse with their 
explanation 
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b Temperature Limitations 
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f Protect from direct sunlight 
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C. State whether True or False 


ik. 


MRO inventory is expanded as maintenance, refill or 
operation of the production process. 

Hazardous material must be stored safely, according to 
the warehouse. 

Retail Inventory can be sold directly from the warehouse. 
The recommended temperature chillers is 40°C and 
below, and that of freezers is -180°C or below .Pets 
including animals and birds are to be kept within or 
around the warehouse premises. 


D. Answer in Brief 


il. 


Discuss the classification of goods. 


Discuss the good warehousing practices to be followed 
by a binner. 


Explain in detail the symbols of the safety measures to 
be followed in the warehouse. 
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E. Check your Performance 


1. List out the methods of FIFO, FILO and LIFO. 
2. Demonstrate the symbols and their uses at warehouses. 


Session 2: LISTING AND CROSS-CHECKING OF 
INVENTORY 


Inventory at warehouse 


Inventories are stock of material having economic value 
for future use. Every company holds some stocks to 
avoid time lag in demand and supply. These stocks 
have economic value for the producer. Types of stocks 
are raw material, work-in-process goods, finished goods 
inventory. 


1. Raw material: collection of various material 
to make a final good or it is the basic required 
material, which the company buys to form a new 
product. 


2. Work-in-process goods: These inventories are 
also called semi-finished goods. At this stage it is 
converted into the final product. 


3. Finished goods inventory: These are the final 
products obtained after the application of the 
manufacturing processes. 


4. Listing of inventories: A binner receives large 
number of goods in the warehouse. The items are 
listed as per their classification, and goods are 
stored according to it. 


Classification of Goods Received in a 
Warehouse 


1. Raw Material: Manufacturing industries use 
warehouses to store raw material that will 
eventually be used in production. By housing a 
supply of raw materials, the manufacturer can 
easily handle the rise and fall in production based 
on incoming orders. 


STORAGE OF GOODS 


NoreEs 


45 


2. MRO Inventory: MRO (maintenance, repair 
or operation) of production process- i.e., 
consumables such as, material and spare parts. 
MRO can also be used to mean Maintenance, 
Repair and Overhaul. 

3. Merchandise: Merchandise is also called goods or 
products. 

4, Finished Product: The final production of goods by 
manufacturers are said to be finished products. 

5. Manufacturing: Raw material can be grouped 
together to manufacture a new product. 


6. Hazardous Material: Harmful material are used 
in some manufacturing operations. These are 
hazardous in nature. 

7. Perishables: Perishable items need a temperature- 
controlled space or warehouse to store inventory. 

8. Retail: It is based on the method used, such as, 
first in, first out (CIFO), or last in, first out (LIFO). 
Using an inventory system helps to track how fast 
the items are sold. 


Goods are listed as per their quality, quantity, importance 
and priority, etc. (Fig. 2.4). 


Inventory List 


Inventory Description | Unit | Quantity | Reorder | Reorder | Quantity | Discontinued 
ID Price | in Stock Level Time in reorder 


Fig. 2.4: Inventory List 
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1. Inventory checking: Verifying the stored goods of 
warehouse. 


Methods of counting inventory: Goods received 
in warehouse can be counted by the follwoing 
methods: 


e By searching for an item name or SKU (stock 
keeping unit). 

e By scanning barcode. 

e By finding the item in the list. 


2. Cross-checking: Verifying the items by counting 
or using any alternative method. 


ENE EE 


On inventory levels 


On information policies 


Inventory monitoring 


Fig. 2.5: Cross-checking List 


Practical Exercise 


Activity 1 
Visit a warehouse to understand the binner and its binning 
activities with inventory. 
Material Required 
Note book, pen/pencil, check list 


Procedure 


1. Go to the warehouse along-with your peers. 
2. Meet the binner and others and greet them. 
3. Take a round of the warehouse and enquire the binner 
about the following: 
e Goods received for storage. 
e Storage for those products. 
e Local distributors of these products and their locations. 


4. Discuss with the binner about checking of inbound 
inventory. 
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Notes 5. Make note of your queries. 


Show your notes to the executive and confirm. 


7. Prepare a report and discuss with friends and show it to 
the teacher. 


en 


8. Discuss your report in the class. 


Activity 2 
Prepare a stepwise report on binning activities on the basis of 
your previous visit to the warehouse. 
Material Required 
Note book, pen/ pencil. 
Procedure 


1. On the basis of Activity 1 prepare a report of warehouse 
checklist for agricultural commodities received for storage. 

2. Discuss the report in the class. 

3. Submit the report to your teacher. 


Check Your Progress 
A. Fill in the Blanks 


il. are stock of materials having economic 
value for future use. 

2. Goods, which are lying on the production floor for 
partial processing are called 


Se is also called goods or Bes 
4. is a large investment of a business capital. 
S can be sold directly from the warehouse. 


B. Match the Columns 


| cimma | | columna 


IMRO a. Work in process 
Assembly line of Maintenance, repairs and 
automobile S operating inventories 

5. Hazardous material e. Pipeline inventory 
Location inventory g. Raw material 
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C. State whether True or False NoTEs 


1. Perishable goods are those which deteriorate quickly 
when not stored properly. 


2. Retail inventory is the finished raw inventory that are 
bought to resell at a profit. 


3. MRO inventory is used in the maintenance, repair or 
operation of the production process. 


4. Cross checking is verifying the items by counting or any 
other alternative method. 


5. Physical verification of inventory is a reliable and a quick 
method of inventory checking. 


D. Answer in Brief 


What is the concept of inventory? 

What is a checklist? 

Explain the components of a checklist. 
What are the methods of cross-checking? 


gu g O a o 


Describe different types of inventories. 


E. Check your Performance 


1. Demonstrate the various methods of cross-checking. 
2. Identify different types of inventories. 


SESSION 3: REPORTING TO SUPERVISOR 
Report 


A report is a document that gives information in a 
systematised format for a specific audience and purpose. 
Summaries of the reports may be in oral or written form. 

Types of reports include memos, minutes, lab reports, 
book reports, policies and procedures. 

In a warehouse, the binner performs different 
activities. In pre-binning activities, the binner performs 
duties like receiving, classifying, storage, coding and 
labeling of goods, etc., to store them at a proper place 
and condition. 


Importance of report 


The importance of writing a report are— 


1. Systematic presentation of facts 
2. Prepared in writing 
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3. Comprehensive document 


4, Provides data and guidance 


5. Self-explanatory document 

Thus, reports perform the important management 
functions of control, communication, feedback, analysis 
and persuasion. 


Contents of a report 


A report may have the following— 


An Abstract 

Introduction 

Details or description of situations or events 
about which the report is made. 

Observations and inferences of the report maker 
and carefully referenced views of others. 

An evaluation of the facts or the results of the 
above. 


Many organisations use standard guidelines or 
structures for making various reports. 

While performing the duties at a warehouse, the 
binner does different types of reporting to the supervisor. 
These reports are — 


1. Daily Report: It is a document that contains 


details of day-to-day activities. In a warehouse, 
the binner reports to the supervisor about the 
entire day's activities in a given format or as per 
the organisation policies. 


Working of Machines: The binner performs the 
duties with the help of several types of machines 
and equipment. Cases of non-functioning and 
working problems must be reported to the 
supervisor. 


Techniques of reporting 


The different techniques used by the warehouse binner 
to report to the supervisor are — 


(i) 


Oral: This is the simplest and fastest technique of 
reporting. In this technique, communication takes 
place between two people. This is in the form of 
questions and response. The warehouse binner 
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responds to the supervisor through oral reporting 
and clarifies queries, if any. Authenticity of oral 
report is least among other forms of reporting. 


(ii) Written: Written report is the most reliable and 
authentic report. This is used for future reference 
also. It is done in both specific and designed 
format. 


(a) Specific format: When information is sought 
in a specific manner then this format is used. 
There is a pre-defined format for this kind of 
reporting. 

(b) Designed format: When report is prepared 
as per requirement of information then this 
format is used. This is suitable when occasional 
information is sought. 


(iii) Online Report: Due to intensive use of technology, 
most of the reports are demanded and submitted 
online by parties. In a warehouse, online report is 
common due to several reasons. This technique 
requires a computer with internet facility and other 
a devices. 


Equipment used at warehouse 


Some equipment are essential for warehouse operation 
regardless of space and function. Here are the list of the 
equipment used in a warehouse: 


1. Lift Equipment: In a 
warehouse lift equipment 
makes day-to-day task easy 
and efficient. Types of lift 
equipment include hand 
trucks, forklifts and pallet 
jacks. All are used for moving 


stocks easily with limited Ze & 
risk and product damage 
(Figs.2.6(a) and 2.6(b)). Fig. 2.6(a): Lift Equipment 


2. Storage Equipment: Different items need different 
kinds of storage For example, for agricultural 
products and industrial goods, the equipment for 
storage needs varies as per their characteristics. 
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Fig. 2.9: Packaging Equipment 





Warehouses use different storage systems like 
racks or industrial shelves to organise inventory 
for a smoother process (Fig. 2.7). 


. Scales: Scales are important for almost all 


businesses. Scales are designed to weigh over- 
sized items containing products like pallets, 
boxes, and barrels, etc. Warehouses use scales for 
shipping and receiving, bulk loading, and counting 
inventory. Scales help to estimate shipping costs 
and in managing transport trucks (Fig.2.8). 


. Packaging Equipment: Packaging is done for 


preparing and protecting goods. In a warehouse, 
packaging equipment helps in proper packaging 
of goods. It helps to reduce damage of goods and 
chances of accidents. The packaging equipment 
case sealer helps to tape boxes faster, while the 
stretch wrap machines helps to quickly prepare 
large of products for shipment (Fig. 2.9). 


. Bins and Containers: Warehouses need storage 


equipment to store and organise material. Bins 
and containers help in placing items into the 
appropriate inventory for easy storage and 
shipping. 


. Dock Equipment: It accelerates the movement 


of material from one place to another. Loading 
dock equipment improves efficiency and safety 
in a warehouse. Use of forklifts and pallet jacks, 
can ease the process of loading and unloading of 
goods on tractor trailers, etc. Dock boards and 
plates give solution to join the gaps. 


. Maintenance of Equipment: The work done in a 


warehouse requires several types of equipment. 
The binner reports to the supervisor in case of any 
damace, repair or requirement of new equipment 
arises. 


. Query Report: The warehouse receives different 


types of queries related to warehouse space, 
charges, terms and conditions, etc. The binner 
intimates the supervisor about these queries. 
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9. 


10. 


Discrepancies: The warehouse receives different 
consignments from different parties. These 
consignments remain in different forms such as 
raw material, semi-finished goods, or finished 
products. In some instances, a party's claim 
differs from the actual goods received. Such 
instances should be reported to the supervisor on 
time to avoid any discrepancies. 


Opportunities and suggestions: Since the binner 
is familiar with the merits and deficiencies in 
the warehouse, he informs the supervisor about 
opportunities and suggestions regarding the 
warehouse. 


Activity 1 


Visit a warehouse to understand the reporting activities of goods 
done by binner. 


Material Required 
Note Book, Pen/Pencil, Check list. 


Procedure 


il. 
De 
3. 


er 


Reach the warehouse along with your peers. 

Meet and greet the inventory executives and others. 

Take a round trip of the warehouse and enquire the binner 
about the following: 

e Suppliers of various products and their locations. 

e Storage for those products. 

e Local distributors of these products and their locations. 
e Potential customers. 

e Transportation for those products. 

Discuss with the executive(s) about reporting practices. 
Show your notes to the executive(s) and confirm. 

Prepare a report and discuss with friends and show it to 
your teacher. 

Discuss your report in the class. 


Activity 2 


Prepare a report for warehouse manager. 


Material Required 
Note Book, Pen/ Pencil 
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OER Procedure 


1. On the basis of Activity 1 prepare a report for warehouse 
manager covering following aspects: 
(i) Equipment condition 
(ii) Storage condition and labeling of goods 
(iii) Availability of storage space 
2. Submit the report to your teacher 


Check Your Progress 
A. Fill in the Blanks 


1. Hand trucks, forklifts and pallet jacks are 
equipment. 

2. A report is a which gives information to 
specific audience and purpose. 


3. A report serves as a relating to certain 
business matter. 


4. Document which contains details of day to day activity 
is known as 


5 equipment expedite the transfer of 
materials from one place to another. 


B. Match the Columns 


Column A Column B 
- Report (a) Forklifts 
Daily report G Document contain details of day to 


day activity 
Packaging (e) Report in spoken form 


C. State whether True or False 


1. Lift equipment make everyday tasks such as transporting 
items easy and efficient. 


2. Scales are important equipment for almost every kind of 
business. 

3. Packaging is preparing and protecting goods for 
transport, warehousing, logistics, sale, and end use. 


4. Warehouses need storage equipment to store and 
organise materials. 


5. Bins and containers allow for easy storage and shipping. 
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6. 


Binner is the person who moves about in the warehouse 
and is familiar with several merits and deficiencies in 
warehouse. 


D. Answer in Brief 


en 


What is a report? 

Explain the importance of a report. 

Describe the equipments used in warehouse. 
What are the different techniques of reporting? 


E. Answer the Following 


a RO 


Demonstrate the importance of reporting. 
List out the contents of reporting. 
Identify the equipment used in a warehouse. 


Spell out the different techniques used by a warehouse 
binner while submitting a report to the supervisor. 


SESSION 4: PACKAGING OF PRODUCTS 


We prefer to purchase packed items or an item with 
nice packaging. The attractive packaging can facilitate 
the customer to purchase that product. 


Meaning of packaging 


Packaging is a harmonised system of preserving goods 
from various disturbances. 


Purpose of packaging 


1, 


Physical protection — The package may require 
protection from, transport, warehousing, etc. 
Barrier protection — Some packages contain 
oxygen absorbers to help extend shelf life. 
Containment — Minor objects are assembled 
together in one package for proper storage and 
selling efficiency. 

Advertising — Encouraging buyers to purchase a 
product with attractive ads. 

Security — Packaging helps to secure the product 
by reducing the risks of shipment. 
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6. Convenience — Convenient packaging helps 
to understand the package from the signs and 
symbols placed on it. 


Types of packaging 
The various types of packaging are — 
1. Transport or distribution package 
Consumer package 
Medical device packaging 
Bulk chemical packaging 
Drug packaging 
Food packaging 


ee) gT A ae 


Military packaging 

8. Pharmaceutical packaging, etc. 

There are three levels of packaging, such as, primary, 
secondary and tertiary, which detailed below: 

Primary packaging: The packaging that most closely 
touches a product is often referred to as retail packaging. 
Its main objectives are to protect the product and inform 
or attract a customer. For instance, a soap packed with 
the cover, which contains the product information like 
product features, ingredients used, manufacturing date, 
expiry date, etc., is called primary level of packaging. 

Secondary packaging: The wrapping used to transport 
products previously placed in primary packaging. Its 
foremost goals are to safeguard products and provide 
labelling during transportation of products. It’s also 
used by way of display pack in retail sites, such as, 
grocery retail stores. Samples of secondary packaging 
comprise 12 soaps put in one plastic cover for safe 
transit. 

Tertiary or transit packaging: The packaging used 
mostly by warehouses before shipping the products 
of secondary packaging. Its main objective is to 
appropriately protect consignments during their period 
in transit. Consumers typically do not see tertiary 
packaging. Examples are the pallets that majority 
shipments are retained on, corrugated cushions used to 
distinct layers of boxes and stretch wrap used to protect 
stacks of cartons. 
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Labeling symbols of packages 
The symbols used to label packages are (Fig. 2.10)— 





Ga FLAMMABLE LIQUID 


Explosives Flammable This way Up Fragile Keep away 
Liquid from Water 


Fig. 2.10: Symbols of Package Labeling 


Activity 1 
Study the packaging at a warehouse. 
Material Required 
Checklist to visit notes, notebook and pen/pencils. 
Procedure 


1. Visit a warehouse and see the types of packing and 
symbols used. 

2. Mention the appropriate option (Yes, No and give reasons / 
remarks) 


Activity and Reasons/ 


Functions Remarks 





Did you understand 
il, the purposes of 
packing? 





Are you able to 
Se identify the symbols 
used for packing? 
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Check Your Progress 


A. Fill in the Blanks 


il. 
2. 
3. 


is the enclosing of technology. 
holds to envelop the product. 





is outside the primary packaging, and 
may be used to prevent pilferage or to group primary 
packages together. 





Tertiary or packaging is used for bulk handling. 


is an important function to ensure goods are 
stored safely. 


B. Multiple Choice Questions 


il. 


Allotting a number to each item is called 


(a) labeling 

(b) coding 

(c) tracking 

(d) packaging 

Packaging outside the primary packaging is called 
packaging. 

(a) semi primary 

(b) secondary 

(c) tertiary 


(d) transit 

The purpose of packaging is 
(a) physical protection 

(b) barrier protection 

(c) information transmission 
(d) All of these 

Packaging is a part of 

(a) technology 


(b) goods 
(c) warehousing 
(d) None 


A “green dot” may indicate 

(a) vegetarian packaging 

(b) non-vegetarian packaging 
(c) flammable 

(d) danger 


C. State whether True or False 


ile 
2. 


Packaging is the technology of shielding products. 
Packages and labels fail to communicate the uses of 
product. 
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3. Tertiary packaging is the material that first envelops the NoTEs 


product. 
4. Packaging is very important to keep the goods safe. 
Packaging can be done in a warehouse also. 
6. Multiple packaging is required for every product. 


on 


E. Short Answer Questions 


1. Explain the purpose and the types of packing. 
Which symbols are used in the warehouse and what are 
their meanings? 

3. What are the advantages of codification and colour 
codes? 


F. Check your Performance 


Demonstrate the packing mechanism in the warehouse. 
Spell out the advantages of warehouse packaging. 

List the purpose of packaging and package labels. 
Demonstrate the packaging types. 
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